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	Name:
	
	Date:
	


Students must request a letter of recommendation two weeks in advance.  This time line is critical for a quality letter.  This form should be completed by the student and presented to the person being asked to write the recommendation.

	Dear:_______________________________ 
	


It’s that time of year again when seniors such as myself start applying for college admissions, scholarships, grants and future employment.  I would be honored if you, as a member of the school and community, would be willing to write a general letter of recommendation for me.  I would very much appreciate your letter by _______________.  I would also appreciate it if you could place the letter on personal or business letterhead.  I have listed below specific information about me that might be of help to you when writing the letter of recommendation.

Purpose of the letter:
 FORMCHECKBOX 
 College

 FORMCHECKBOX 
 Scholarship

 FORMCHECKBOX 
Employment
Recommendation will be:
 FORMCHECKBOX 
 Picked up by Student
 FORMCHECKBOX 
  Mailed by the letter writer
 









(envelope is attached)
Date Needed By: ____________________________________________________________

Post High School Plans:

	  Attend a Technical School (specify):


	 

	Attend a community college (specify):


	 

	Attend a four year college (specify):


	 

	Join the military (specify branch):


	 


	Work Experience
	Dates of Employment
	Hours/Week

	 
	 
	 

	 
	 
	 

	 
	 
	 


	Activities
	Years
	Honors
	Years

	 
	 
	 
	 

	  
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


	Community Service Activities
	Years

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


List two or three of your extracurricular activities which you have found to be the most meaningful.  Explain why each has been important to you.

	Activity
	Why it’s Important to Me

	 
	 

	 
	 

	 
	 


Describe some of your educational, career or personal goals.

	Educational Goals:
	

	Career Goals:
	

	Personal Goals:
	


Is there anything unusual about your family/cultural background, shared interests and activities, travel, crises, etc., that has had a significant impact on your interests and concerns?

	


List your three distinguishing, most admirable qualities.  Explain why they pertain to you.
	Qualities
	Explanation

	 
	 

	 
	 

	 
	 


Thank you for taking the time to complete this letter for me during your busy schedule!  I’ll be in touch!
Sincerely,
